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ДЕЛОВАЯ КОРРЕСПОНДЕНЦИЯ
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СТРУКТУРА И СТИЛЬ ОФОРМЛЕНИЯ  

ДЕЛОВОГО ПИСЬМА
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Corona Ltd

Calle Lavalle 340, Madrid, Spain

tel. 695403; fax 6954589

United Processing Machines Ltd,                         20 May, 1999

181 South Road,

Dublin,

Ireland

Dear Sirs,

Subject: processing machines

We are interested in the processing machines manufactured by your 

company and advertised in the latest issue of “Consumer”.

Please send us your latest catalogues and price lists for the latest 

models. We would be much obliged if we could have them by return.

We are looking forward to hearing from you soon.

                                    Yours faithfully,

A. Ramos, Marketing Manager

Ч а с т ь   I.  ДЕЛОВАЯ КОРРЕСПОНДЕНЦИЯ
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П и с ь м о  2

UNITED PROCESSING MACHINES LTD

181 South Road, Dublin, Ireland

tel. 1234567; 8945432

Mr A. Ramos, Marketing Manager           27 May 1999

Corona Ltd
Calle Lavalle 340
Madrid
Spain

Dear Mr A. Ramos

Subject: processing machines

Thank you for your letter of 20 May 1999.

I have pleasure in sending you our latest catalogue and a price list for the 
whole range of processing machines manufactured by our company.

I look forward to hearing from you soon.

Yours sincerely

Ken Lane, Marketing Manager

Enc.: catalogue
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Corona Ltd
Calle Lavalle 340, Madrid, Spain

tel. 695403; fax 6954589

                                            20 May, 1999

Dear Sirs,

Subject: processing machines

We are interested in the processing machines manufactured by your 
company and advertised in the latest issue of “Consumer”.

Please send us your latest catalogues and price lists for the latest 
models. We would be much obliged if we could have them by return.

We are looking forward to hearing from you soon.

                                    Yours faithfully,

P. Ramos, Marketing Manager

United Processing Machines Ltd,
181 South Road,
Dublin,
Ireland
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   А — a              К — k            Х — kh
   Б — b              Л — l             Ц — ts
   В — v              М — m           Ч — ch
   Г — g              Н — n            Ш — sh
   Д — d              О — o            Щ — shсh
   Е — e              П — p            Ы — y
   Ё — ey             Р — r             Ъ — «
   Ж — zh             С — s            Ь — “
   З — z              Т — t             Э — e
   И — i               У — u            Ю — yu
   Й — i               Ф — f            Я — ya
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З а д а н и е  1.  Прочтите и напишите полное название дат, исполь-
зуемое соответственно в британских и американ-
ских деловых письмах:

31.01.99; 29.02.02; 8.03.95; 22.04.88; 2.05.00; 28.06.87; 9.07.93; 

18.08.89. 1.09.96; 15.10.90; 12.11.91; 31.12.01.

З а д а н и е  2.  Объясните, кому адресованы приведенные ниже 
письма, судя по информации внутреннего адреса:

a)  Center of International Health            b)  The Secretary

   Boston University School of Public Health      Toolmaking Company

   53 Bay State Road, Box E                  25 St James’s Street

   Boston MA 02215                        London SW1A HG

   USA

   Attention of Dr. Albert James

c)  Mr Edward Beans         d)  General Manager

   c/o WESTLINK Plc            MarGelt International Group

   33 Constitution Street         90/D Peregrine Tower 89 Queensway

   Edinburgh EH6 9AY           Hong Kong

   Scotland

e)  Chelsea Business Centre

   484 Fulham Road

   London SW 118 EL

   UK
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